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Sang kién kinh nghiém

SU DUNG MICROSOFT WORD 2007/2010 VAO GIANG DAY
CHUONG I TIN HQC 10 “SOAN THAO VAN BAN”

I. LY DO CHON DE TAI:

Ngay nay nhu cau tlep thu kién thirc cua hoc sinh ngay cang lon, vi hoc sinh
c6 thé tiép can dugc kién thirc tir nhidu nguon khac nhau do do doi hoi nguoi gido
vién phai khong ngumg hoc hoi nang cao kién thirc chuyén mén tir nhiéu ngudn
nhu sach, bao, mang Internet. Néu khi hoc sinh dugc hoc nhirng diéu da biét roi,
viéc hoc tré nén khong con hap dan va hing thi nita, dong co hoc tap s& suy giam.
Vi vay dé dap tng dugc nhu cau day va hoc thi ngudi gido vién day mén Tin Hoc
phai ludn tim toi va khong ngung hoc hoi. Trong linh vuc Tin Hoc cac phan mém
khong ngimg duoc nang cap va thay ddi. Kién thirc sach giao khoa Tin Hoc 10 d3
xuat ban lau nam, néu giao vién chi biét day kién thirc trong sach gido khoa thi s&
khong dap img dugc nhu cau hoc héi cia hoc sinh hién nay.

Sach giao khoa Tin Hoc 10 chuong III “Soan thdo vin ban”, cac ndi dung déu
gidi thidu vé Word 2003. Hién nay cac may thuc hanh cta cac trudng hoc da phan
van cai Microsoft Office 2003, nhung trong thuc té rat nhiéu hoc sinh c6 may tinh
& gia dinh lai dugc cai Microsoft Office 2007, 2010. Vi thé trong khi day cac kién
thirc vé Word 2003 ¢6 rat nhiéu hoc sinh d3 hoi vé cach st dung Word 2010. Do d6
trong nhitng ndm gan day khi day hoc sinh ndi dung chwong III “Soan thao vin
ban”, ngoai nhitng ki nang vé Word 2003 t6i con gidi thiéu thém cho hoc sinh vé
Word 2007 hoic Word 2010. Biéu nay gitp hoc sinh thich tht hon khi hoc bai boi
vi cac em co thé biét thém kién thirc méi ngoai sach gido khoa va c6 thé s dung
dugc may tinh ciia minh dé soan thao vin ban.

Vi vay, trong khi day Tin Hoc 10 phﬁn chuong III: “Soan thdo van ban”,
ngodi viéc gido vién gidi thiéu vé Word 2003 thi gido vién nén giéi thiéu thém cho
hoc sinh cach stir dung trong Word 2007 hoac Word 2010. Hoéc c6 thé dua vao ndi
dung yéu cau cua chuan kién thirc k§ ning ma gio vién co thé sir dung va giang
day hoan toan trén word 2007 hodc 2010 tuy theo diéu kién cai dit bd microsoft
office trén thuc té cua timg trudong. D6 1a 1i do toi viét dé tai: “Sir dung Microsotf
Word 2007/2010 vao giang day chwong III tin hoc 10 “Soan thdo vin bdn”

Xuat phat tir thyc tién giang day tai truong THPT NGO ST LIEN t6i da tién
hanh cai dét ca Office 2003 va Office 2010 trén timg may tinh ¢ phong thuc hanh
deé hoc sinh dugc thao tac thyc hanh voi cd hai phién ban Office khac nhau

GV : Trinh Van Thinh Trang 1



Sang kién kinh nghiém
II. CO SO LY LUAN VA THUC TIEN

Trong thyc t& hién nay gido vién khi day chuong III Tin Hoc 10, bai 15, bai
16, bai 17, bai 18, bai 19 hau hét cac giao vién déu dung Word 2003 dé giang day.
Nhung ching ta déu nhan thiy hién nay cac phan meém hé thdng ciling nhu cac
phan mém ung dung ludn dugc nang cap va phat trién. B6 Office cua hing
Microsoft cling khong ngoai 1€ no lién tuc ra phién ban mdi nhu office 2003, office
2007, office 2010...Va trong thuc té hién nay ciing da c6 rat nhiéu hoc sinh ngoai
st dung bd office 2003 cac em con dung thém cic bd office khac nhu 2007,
2010... Chinh vi vay nhu cau biét thém cua hoc sinh vé Word 2007 hoic Word
2010 1a rat 16n. Diéu d6 doi hoi nguoi gido vién khi day cac ndi dung trong chuong
III: “Soan thdo van ban” ngoai ndi dung nhu sach gido khoa (sir dung Word 2003)
con can phai gidi thiéu thém cho hoc sinh biét vé Word 2007 hoic Word 2010.

Trong chuong trinh sach gido khoa tin hoc 10 phan chuong III “Soan thao
van ban” bao gobm mdt s6 nd1 dung sau:

- Lam quen voi Microsoft Word: Gi6i thiéu man hinh lam viéc va mot sé
thao tac co ban trén tép

- Dinh dang van bdn: v6i cac kha nang dinh dang ki ty, doan va trang van
ban

- M@t 56 chikc ning khdc: Dinh dang danh sach, ngat trang, danh sd trang, in
van ban

- Céng cu tro gitip soan thdo: Tim kiém va thay thé, gd tat va stra 10i

- Tao va lam viéc voi bang: Cac thao tac co ban trén bang

Tat ca nhitng nd1 dung trén déu yéu cau gid1 thi¢u va thuc hién trén Microsoft
Word 2003, phi€én ban nay ngay nay it dugc sir dung trong thuc té tai cadc co quan
don vi va c& nhan nhirng nguoi lam viée lién quan dén soan thao van ban.

Noi dung nghién ciru ctia dé tai nay da trinh bay cac phuong phap dé thyc
hién cac ndi1 dung trén trong sach gido khoa nhung str dung phién ban Microsoft
Word 2007 hoac Microsoft Word 2010:

Nhiing diém méi trong Microsoft Word 2010

* Téi wu Ribbon

Trong bo Office 2003, hoc sinh déu quen thudc vo1 thanh menu chuin nam &
phia trén ctra sO thi khi chuyén sang sir dung bo Office 2010 cac em sé& bat dau lam
quen v&i1 mot giao dién mai. Vo1 thanh menu theo giao dién Ribbon, cac chirc
nang s& duoc chia ra theo ting tab riéng biét trén menu chtr khong hién thi ra toan
bo nhu kiéu menu cil.

Trén bd Office 2007 cling da dugc trang bi kiéu menu Ribbon, tuy nhién,
menu cua Office 2010 duge tdi wu dé thuan tién hon cho nguoi dung. Ngoai ra,
chiing ta ciing c6 thé tao thém cac tab méi dé chira cac chirc ning ciia riéng minh.

GV : Trinh Van Thinh Trang 2



Sang kién kinh nghiém
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Menu Ribbon trén Word 2010

C6 thé khi méi chuyén qua menu méi, hoc sinh s& gip it nhiéu kho khan vé
su moi la, tuy nhién, mot khi da quen thudc, cac em s€ kho ma chap nhan quay tré
lai str dung mau menu cii trén Office 2003.

* H¢ théng menu mdi lg

Trudce day, Office 2007 da tao ra su khac biét hoan toan so voi Office 2003
cling nhu cic phién ban Office cii vé mat giao dién, dic biét 1a menu cia chuong
trinh thi gio ddy, Office 2010 lai tao nén 1 cip do méi va 1a mot su thay doi vé
menu cong cu cia chuong trinh. Khi Iya chon trén menu cong cy, thay vi s6 xudng
1 menu nhu trude day, toan bo cua s6 Office 2010 s& thay d6i mau sic va s& cung
cap cho ngudi sir dung céc tiry chon béi thanh Ribbon.

Trong dé tai nay t6i da dua ra gidi phdp thay thé hoan toan méi dé hoc sinh
16p 10 co thé thuc hién cac thao tac co ban lién quan dén viéc soan thao vin ban
trén Microsoft Word 2007 va Microsoft Word 2010 khi thyc hanh theo yéu cau
chuan kién thire k¥ ning cua Bo gido duc

GV : Trinh Van Thinh Trang 3



Sding kién kinh nghiém

III. TO CHUC THUC HIEN CAC GIAI PHAP

Cac giai phap duoc trinh bay dudi ddy nham bd sung hoic thay thé nhirng
ndi dung da gioi thi€u trong sach giao khoa, tuy thudc vao diéu kién cu the cua
tung truong. Nhilng ndi dung nay chu yéu gido vién nén long ghép vao tiét thuc
hanh dé dat hiéu qua, va noi dung cta cac giai phap khong thay thé vé mat phuong
phap khi day trén Microsoft Word 2003

1. Gidi phap gidng day ngi dung “lam quen véi Microsoft Word”

* Man hinh lam viéc voi Word

v | =9~ ?( 1 ' Documentl - Microsoft Word (Technical Preview) (Unlicensed Product)
Home | Insert Page layout  References Mailings Review  View .~ @
= ibbri - | A" & B, ST ety | EEEE| A X &4 Find ~
£ Calibri (Body] = 11 A A @ % = E-E FE 2 T | asebcene| aambcede AaBbC: AaBbCe - 5}‘}& wiepl
Paste B 7 U - abe x, x* - ~A-IIEl=== =& - M Mormal | TMo Spaci.. Headingl Heading2 |— Change
) u =3 iy P a 92 17| Stytesw | L Select~
Clipboard Font Paragraph styles Editing
=
................ Gy ——— —— s | =
= ~
-
: ©
2 -
+
Q
_ s
Page:1 of1 | Words:0 | English (U.5.) ( 6 ) BEE == 1w o——)

Du6i ddy 1a cac thanh phan co ban trén man hinh chinh:

(1): Thanh coéng cu nhanh: Chira cac I¢énh thuong str dung, giup nguoi st
dung c6 thé thao tdc mot cach nhanh chong.

(2): Office button (Word 2007)/ File (Word 2010): Chtra 1€nh thao tac voi

A

t&p

(3): Thanh Ribbon: Chira gan nhu toan bo cac 1énh thao tic v&i chuong
trinh, ching dwgc phan chia thanh cic nhom khac nhau(Tab Ribbon). Dé thao tac
v6i mot 1énh nao do trén thanh Ribbon ching ta phai biét 1énh d6 nam trong Tab
Ribbon nao, sau d6 chon t&i 1énh nim trong Tab Ribbon doé.

(4): Thanh thudc do: Dung dé dit Tab, paragraph cho vin ban
(5): Thanh cudn: Dung dé di chuyén van ban 1én xuéng, sang trai sang phai

(6): Thanh trang thai: Chira mot ) thong tin hi¢n thoi ciia van ban nhu ché
dd hién thi, phan tram hién thi, trang hién tai,..

GV : Trinh Van Thinh Trang 4



Sding kién kinh nghiém

(7): Ma hinh soan thao: La phan 16n nhit trén man hinh cta chuong trinh,
day la noi dé nguoi dung soan thdo ndi dung cua van ban.

* Mo tép vin ban maoi

Maic dinh khi khéi Microsoft Word 2010 chuong trinh s€ tu dong tao mot

van ban mdi, tuy nhién trong céac truong hop khac hoc sinh ¢6 thé tao mot van ban
mao1 bang cac cach sau day:

Cdch I: Nhip chon biéu twong New trén thanh coéng cu Quick Access
Toolbar.

led 9~ O\L)T LD
N

| r—“ '

Cdch 2: Nhap chon biéu tuong Office Button hoic (File)

| el = - - Do

—l H
@} rress raror more note. 1
H(’jp thoai Ofﬁce (i) Documentl - Microsoft Word (Technical Preview) (Unlicensed Product)
Button Xuét hlén hay nhép - Available Templates A
- <R ™ save & Home

chon New ro1 chon bi€u [ 2
tuong Blank Document & [ =

A. . A 9 > X 3
hop thoai bén tay phai. A

New

Print

Cuoi cung nhap nut Create &= B

Word

5 A A r | Office Online Templates 5
Cdch 3: Nhan t6 hop phim [ '
Cul-N S @ |
e = R Um

GV : Trinh Van Thinh Trang 5



Sang kién kinh nghiém

2. Giai phap giang day ni dung “DPinh dang van ban”

* Dinh dang ki tu:

Budc 1: Danh dau phan

van ban can dinh dang.

Budc 2: M& hop thoai Font bang céch:
Céach 1: Nhap chudt phai xuéat hién nhw clra
sb bén, sau do chon Font. |

Cach 2: Nhan t6 hop phim Ctrl-D.
Budc 3: Tién hanh dinh dang trong hép thoai
sk P
Font gidng véi Word 2003.
e R o
Font Aadvanced I
Font: Font style: Size:
Times Mew Roman Fegular 1z
Thanhoa o~ = S —~
Tiffany B Italic
Tiffany -Heawvy [ Bold 7 10
Times Bold Italic 11
|| - e
Font color: Underline style: Underline caolor:
Automatc EI mone) Automatc
Effects
[ strike through ] shadowy ] Small caps

] Double strikethrough  [[] Qutine
] superscript ] Emboss
[] Subscript [] Enarawve

Frewview

] all caps
[ Hidden

Times INew Foman

This is a TrueType font. This font will be used on both printer and screen.

Set As Default Text Effects

J |

C® &

&

B i

Cut
Copy
Paste Options:

= % A
Faont.,
Paragraph...
Bullets
Humbering
Styles
Hyperlink...
Translate with Babylon
Look Lip
Synomyms
Tranglate

Additional actions

Chu y: Giao vién cb thé huong dan hoc sinh chon béi nit 1énh trong tab

Home nhu hinh dudn.

Home | Inset  Pagelayout  References  Mailings
:||t . & ¥ aal —
TimesNewRom = 12 = A 4" Aa” %) =

| Copy

o ¥
! Farmat Painter B I U-akex x

Hinh 3

Review

AT %

View  AddIns

e
= i- =5

g

o9

b=,
S

Emphasis

1

Heading 1

daBbCcl AaBbCi | AaBbCel

T Haormal

GV : Trinh Van Thinh
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Sding kién kinh nghiém

* Dinh dang doan van bdn.

Bucoc 1: Chon cac doan van ban can dinh dang.

Bu6c 2: Mé hop thoai Paragraph bang cach:

Cach 1: Nhap chudt phai rdi chon Paragraph. ..

Céch 2: Nhép chudt vao biéu twong miii tén phia dudi nhom Iénh

Paragraph trén thanh cong cu Ribbon.

" — i— a—
s— ¥ 3— w a—w
F—

=
- — =

ik
1

IR
= | &-

Paragraph (_-\j

) -

Bude 3: Xuat hién hop thoai
Paragraph nhu hinh bén:

Tién hanh cac lwa chon can ¢,
khoang cach gitra cac dong, khoang céach
giita cac doan, dong dau thyt vao hay nho
ra...nhu Word 2003.

* Dinh dang trang

General

Alignment: v

Qutline level: |Body Text L'
Indentation
Left: o = Spedial: By:
Right: 078" = Hanging ~ | (0,257 |&
[ Mirror indents
Spacdng
Before: 12pt 3 Line spacing: At:
After: opt 5 Single - E=

[] Don't add space between paragraphs of the same style

Preview

Paragraph Ed]3)]
Indents and Spading | Line and Page Breaks

Rk e Tef Al - Cning £ T dung Wi Lin Spmacing, g e ol ol vk b srong Line

Serucing miin tiranh g oy, e dh et ASuting sl il Ching o sl shon i g
b i s nage o

Tabs.

- ] [ Set As Default ] I Ok ] [ Cancel

M6 hop thoai Pager setup bang cach: Nhap J 2 Orientation » *= Breaks

chon biéu twong miii tén phia dudi nhom 1énh Page

13 Size = 3 Line Numbers =

Setup trén Tab Page Layout. Margins = lumns = b Hyphenation =

Hop thoai Page Setup xuat hién nhu hinh dudi day: Page Setup :

L Trong hop thoai nay & hai tab Margins va

e sa——= | Pager s& cho phép ban thiét 1ap cac thong so

- ° s =7 nhu 1€ van ban, kho gidy, chiéu ctua kho giay
(Ngang, doc) nhu Word 2003.

Portrait  Landscape
Pages

Multiple pages: Mormal ~

Preview

Apply to: | Whole document |+

Lo J [ omen |

GV : Trinh Van Thinh
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Sding kién kinh nghiém

3. Giai phap giang day ndi dung “Mét s6 chirc ning khac”
* Dinh dang kiéu danh sdch

Buoc 1: Chon nhitng doan van ban can thiét ké cac ky hi¢u dau doan.

Buée 2: Nhip chudt vao nit Bullets hoic Numbering trén tab Home cua

thanh Ribbon.

+Niit Iénh Bullets: Liét ké dang ki hiéu. Luu ¥ néu ban nhp chudt vao phan

chinh cta nat 1énh thi moét biéu tuong mic dinh (sit dung gan day nhat) s& dugc

chon lam ky hiéu cho dau cac doan vian
ban. Trong trudong hop mudn thay do6i
thi nhdp chudt vao phan miii tén bén
phai ciia biéu tugng. Mot danh sach s&

d6 xubng nhu hinh trén:
Recently Used Bullets:

Biéu

tugng su dung lan gan nhéat va duoc

chon 12 biéu twong mic dinh.

Bullet Library: Danh sach cac

biéu tugng san co

* i 1— =

e—|w| Z

= - ter | EE

o
]

F— B
Recently Used Bullets

—

bt

1 Bullet Library

N

—
—

':._.' ®

None

Document Bullets

Tr—]
-
Change List Level

Define New Bullet...

zl

O

T saBbCcr

+ Nit Ignh Numbering: Khac v6i Bullet str dung cac hinh anh, biéu tugng

lam ky hiéu dau doan vin ban,
Numbering st dung cac ky tu
lién tiép nhu 1,2,3,... hay
LILIIL,... hay a, b, c....

+ Trong muc Numbering
Library ban co6 thé chon mot
kiéu bat ky dé st dung lam ky
hiéu dau doan vin ban, néu mudn
huy bo ban chon muc None.

+ Néu chua hai long voi
nhitng mau san c6 ban ciing cé
thé tu thiét ké cac mau riéng cho
minh bang cach nhdp chon muc
Define New Number Format...

GV : Trinh Van Thinh

-

-

SRadE = AR IR

Numbering Library

1. 1)

MNone 2 2)
A a)
B b)
C c)

Define New Mumber Format...

AaBbCchec | AaBbCcDc

I Mo Spaci...
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Sding kién kinh nghiém

* Ngit trang va ddnh so trang
a) Ngit trang: Chon 1énh Page Break trong tab Insert nhu hinh dudi.

INnsert |

b) Péanh s6 trang: Lénh Page Number trén tab Insert: Chén sb trang vao
van ban, khi nhap chon bi€u tugng nay mdt danh sach li¢t ké xuat hién nhu hinh
dudi day:

2 8|5

Header Footer | Page
b - Mumber =

Header & F fl Top of Page
& Eottom of Page
Page Margins

Format Page Numbers...

e
#] Current Position
AT

ﬁ

i

Eemove Page Numbers

Hoc sinh c6 thé tily chon chén sb trang 1én trén dinh (Top of Page) hodc dudi
day (Bottom of page) cua trang, ddng thoi ban chon cach can 1& cho sb trang.
Ngoai ra cac em cung co thé chinh stra dinh dang cua s trang vin ban bang cach
nhap chon Format Page Numbers. ..

Muc 3: In van ban
D¢ in van ban, c6 thé thyc hi¢n theo cac cach sau day:

Céch 1: Nhan biéu tugng Print trén thanh Quick Access Toolbar

du"‘p U_I.JLIJ._.L

Vi cach nay vin ban s& dugc in tat ca cc trang ra may in mic dinh trén  may
tinh. Véi vin ban chira nhiéu ndi dung ban khong nén sir dung cach nay vi dé dan
dén tinh trang mdy in bi hoc gidy gitta ching vi in qua nhiéu trang ciing mot luc.

Cdch 2: Nhap t6 hop phim Ctrl + P hodc nhdp chon nut Office Button. Cira s6
Office Button xuat hién ban chon muc Print.

Hay thiét lap cac tham sO

theo hudng dan dudi day:

- Number of copy: S6 ban

sao,chép tur bél‘n in, vi du
A muon in hop dong thanh 2

Trang 9



Sding kién kinh nghiém

ban dé guri khach hang va luu lai thi dién gia tri 13 2.

- Printer: Chon mdy in d€ in van ban, trong may tinh c6 rat nhiéu may in khac
nhau vi vdy can phdi chi dinh may in s€ in van ban, néu khong Microsoft Word

2010 s& 1dy may in mic dinh cta may tinh.

Print Settings

=
Hlvgl;l Specify how you want the
document to be printed and
Print then click Print.
Mumber of 1 -
Copies: -
F
Printer

% A% PDF-XChange 3.0
i -
Ready

Print What

e entire document will print

Other Settings

Print One Sided bl

Collated

ElE] -

1,23 1,23 1,23

Portrait Orientation -

~ - Print What: Cho phép tuy chon cac trang

in, c6 thé nhap truc tiép trang can in vao hop nhap phia Pages.

Néu in nhiéu trang lién nhau ban nhap trang dau tién ro6i danh dau — va trang
cuoi cung. Gid su can in tur trang 5 dén trang 10 ban nhdp vao gié tri: 5-10.

Néu in nhiéu trang khong lién tuc thi phai liét ké tat ca cc trang mdi trang
cach nhau dau phay dudi. Vi du in cac trang 6,7,10,23,24 thi nhap vao gia tri nhu

sau: 6,7,10,23,24.

Ngoai ra, co6 thé nhip vao muc All dé co
thém tuy chon.

+ All: In toan bd vin ban, khong thiét 1ap gi
cho muc nay. Mac dinh mdy in s€ in tat ca céc
trang cua van ban.

+ Selection: Chi in ving dugc chon

+ Current Page: Chi in trang hién tai (Trang
chtra con tré van ban)

~+ Print Odd Pages Only: Tich chon myc nay
de chi in trang 1¢

+ Print Even Pages only: Tich chon muc nay
dé chi in trang chan

GV : Trinh Van Thinh

Drocument

All

! j The entire document will print

| +

Current Page
Only the current page will print

Custom Range in Document

|3J Enter specific pages or sections to print

Document Properties

v

Drocument Properties

Table of properties and values
List of Markup

List of markup only

Styles

Dimd mf mdmalme onm o Gem el e e

Print Markup
Print Odd pages only

Print Even pages only

&

Al |

The entire document will print
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Sding kién kinh nghiém

- Other Settings: Céc tuy chon khéc khi in an.

4. Gidi phap giang day n¢i dung “Cac cong cu trg giip soan thio”
* Tim kiém va thay the @

3 - A . N . X . , , . wac TRIACE
+Tim kiém: Tai tab Home chon vao bi€u twgng Find Iic d6 go noi ...
A . . \ s .
dung can tim vao muc Navigation nhu .hmh Navigation v X Editing
bén luc d6 ndi dung can tim s€ dugc boi den .
. . X -
nhu hinh dudi.
Navigatien v X \‘_J-_E B Mo 0 e % o0 a3 o706 4 i 11 1 i
t X 7 ([
& matches
EEE s v |

A r
This document does not - I HONG BAO
contain headings. R

To create navigation tabs,
create headings in your

e 1 Ve Viéc binh chon, Xép loai giéo vién cho Viéc
ché do tdng thu nhap cud1 ndm nhu sau:

-Hodc ¢6 thé chon Advanced Find... béng cach nhép chon vao mui tén bén
phai nat 1énh Find. —

i 34 Find|~
Luc doé xuat hién hop thoai Find and Replace nhu hinh L 4 Find
7. l;lﬁ =
dIIOI ;7 34 Advanced Find...
| = GoTo.
[ " =
Find and Replace ' r B I. TS
Find |F'.eglace | Go To |
Find what: Cd |E|

I Options: Search Down

[ Reading Highlight = | [ FindIn~ | | FindNext | | Cancel |

L=

Luc do gd ndi dung can tim vao muc Find what, nhay chut vao nat Find
Next.

+Thay thé: Tai tab Home chon nut 1énh Replace luc do xuét hién # Find -
Hop thoai Find and Replace nhu hinh dudi:

b Seled ~

Tai muc Find what g tur/ cum tir can tim kiém. Tai muc Replace with
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Sang kién kinh nghiém

Go nodi dung can thay thé sau d6 nhan vao nit Repla hoic Replace All
dé thay thé toan bo.

ooz | oo

Find what: |sapa IZI
Replace with: |Sa P3| IEI
o) (ea] (] o)

* G6 tit va sica 16
Chon nut File chon thé Option xuat hién ctta s6 Word Option chon thé
Proofing chon ti€ép muc Auto Correct Option.

O W

| :
General Al
|\2;‘jt Change how Word corrects and formats your text,
| Display -
| [ Proofing ] AutoCorrect options
l —_—
Save Change how Word corrects and formats text as you type: [ AutoCorrect Options... ]
lanaanes

Lic d6 s& xuét hién hop thoai AutoCorrect luc do ta tién hanh nhu Word
2003.
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5. Giai phap giiang day n¢i dung “Tao va lam viéc v6i bang”
* Tao bdng
Pé thuc hién chén bang biéu vao van ban ta thuc hién theo cac budc sau day:
BuGc 1: Dt con tré chudt tai vi tri can chén bang biéu

Buéc 2: Tur thanh céng cu Ribbon nhdp chon Tab Insert va tim t&i nhom
Tables. Nhap chon bi€u tugng Table trong nhom
nay.

Insert

- Tao bang bang cach lwa chon cdu truc c6 | bd g @ B
san: Trong muc Insert Table ta di chuyén chudt g¢ | =2/ | Picture Clip At Shapes Smariad
chon ciu tric bang ma minh can tao, v4i s6 hang, | isert Tabie ions
cot 1a sd cac 6 vudng nhoé duge chon trong danh | IOOIOOOIOOICN

sach. Nhu hinh du6i ddy chung ta s& chéen mot LIOOIOICIOICIEICIL]

bang g(‘A)m c6 2 hang 3 cOt vao ndi dung van ban. %%%EEE%EEE
3x2 Table T O
o SRamasE=ss

I

i [ [ R O
110 acag [ InsertTable...
DDDDDDDDDD j Draw Table

N | O .

N |

1 Insert Table... —hﬂll Excel Spreadsheet

] Draw Table B Quick Tables

_h_-—jl_q Excel Spreadsheet

Ed Quick Tables

- Tao bang bang hop thoai Insert Table: Hoc sinh con ¢ thé thay ddi cau
trac bang bi€u bang cach nhap chon muc Insert Table... Hop thoai Insert Table
xuat hién nhu hinh duéi day lic do cac em tién hanh nhu Word 2003.

Insert Table [z
Table size
Mumber of columns: 5 -
Mumber of rows: 2 e

AutoFit behavior
(%) Fixed column width: | Auto
() AutoFit to contents
() AutoFit to window

4

[T Remember dimensions for new tables

[ OK ] [ Cancel
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- Chon thanh phan ciia bang:
Luwa chon (boi den) hang, cot, 6 (Cell)

Pé lwa chon mét 9, hang, cot hoc sinh c6 thé thuc hién theo mot trong cac
cach sau day:

Cach 1: Gitr chudt kéo ré chon cac 6 can lua chon trén Table.

Cdch 2: St dung cong cu trén thanh Ribbon bang cach nhap chon Tab Layout

tim t&i nhom Table chon biéu tuong Select sau do: L@ T :,,ff;j;|
z . - .. Select | View Propert
Chon: Select Cell néu chon 6 hién thoi, Select ~  |Gridlines
Column néu chon cét hién théi, Select Row néu J B Select Cel
chon dong hién thei, Select Table néu chon bang | select Column
hién thoi. B4 select Row
Cdch 3: Nhap phai chudt chon Select\Cell B selectTable

&  Cut

53 Copy

& Paste Options:
= iL ~ . &
= Chon: - Cell néu chon 6 hién thoi.
Inser ' - Column néu chon cét hién thoi.
Delete Cells... . . . .
Select v [ cen - Row néu chon dong hién tho.

M| Merge Cels B cotumn - Table néu chon bang hién thoi.

;i] Borders and Shading... B Row

lIft  Text Direction... B Table
Cell Alignment k
AutoFit »

E" Table Propertias...

* Cdc thao tdc voi bang

-Chen thém hoac xoa o, hang, cot:

Buoc 1: Nhép chudt t&i vi tri can chén 6, hang, cOt trén bang.
Buoc 2: Thuc hién theo mdt trong hai cach sau day:

Cach 1: Tu thanh Ribbon chon Tab Layout, tim t61 nhom lénh Rows &
Columns, chon nut Iénh twong ing.

[T 51T 5SS -Dong phia dudi

Design
J Al Insert Teft
Delete Insert

= Above I Insert HIghE
Rows & Columns

Layout

-Dong phia trén.

* -Cot bén trai.

-C6t bén phai.
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Sang kién kinh nghiém
Cach 2: Nhap phai chudt di chuyén toi muc Insert sau d6 chon chirc ning

tuong ung.

I% Paste Ophions:

-Déng phia dwoi

Insent t |4 Insert Columns to the Left
felete el £ ns -Dong phia trén.
Select J ﬁ Ins

B st Cells # s -Cét bén trai.

] EBorders and Shading g™ Iniert Ce

It Test Direction -Cot bén phai.
AutoFit

B Table Pyo

EE Buliets

;—_: Humbe

B Hyperin

B ook

- Tach mét 6 thanh nhiéu 6:

Bude 1: Chon 6 can tach.

Bude 2: T thanh Ribbon chon Tab Layout, tim té1 nhom Merge, chon nuit
1énh Split Cells.

Split Cells L2

Hodc nhap chudt phai chon Split Cells.

Buoce 3: Tai hop thoai Split Cells g6 s6 cOt tai Number of columns: |4 :
Number of columns, g0 s6 dong tai Number of Mumber ofrows: |2 =

rows r01 nhan OK .
Merge cells before split

[ Ok, ] ’ Cancel
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Sang kién kinh nghiém

- G6p nhiéu 6 thanh 1 6:

Burde 1: Chon cac 6 ké nhau tao thanh hinh chit nhat.

Buoce 2: T thanh Ribbon chon Tab Layout, tim t61 nhém ===
Merge, chon nut 1énh Merge Cells. Hoadc nhap chudt phai e
chon Merge Cells Cells  Table

- Tdch 1 bang thanh 2 bang:

Budc 1: Pua con tré vao dong cudi sé tach thanh bang 1.
Budc 2: Tt thanh Ribbon chon Tab Layout, tim t&1 nhom Merge, chon nit
l1énh Split Table.

- Can chinh lé cho van ban trong 6.

Bude 1: Chon Cell hodc nhom Cell can can 18 nodi dung

Buorc 2: Trong Tab Layout ban tim td1 nhdm 1énh Alignment.

| dD1EY 0015

Design Layout

SHEE A= Al
—_ F
= =5 — Z == Convert to Text
Text Cell Sort
=l =l = pirection Margins J& Formula
Alignment Data

Buée 3: Chon vi tri 1& tuong tmg :
+ = Align Top Left: Cin noi dung theo 1& trén bén trai cia Cell.
+ =] Align Top Center: Cin ndi dung theo 1& trén va cin giira Cell.

+ 3] Align Top Right: Cin ndi dung theo 1& trén bén phai cta Cell.

+
(i

Align Center Left: Can ndi vao gitra bén trai cua Cell

Align Center: Can ngi dung chinh gitra Cell

Align Center Right: Can ndi1 dung vao gitra bén phai cua Cell.

+
[N

Align Bottom Left: Can ndi dung dudi day bén trai cua Cell.

+
Il

Align Bottom Center: Can n0i dung vao gitra dudi day cua Cell.

+
li

Align Bottom Right: Can ndi1 dung dudi day bén phai cua Cell.

—
[—

+ owaon Text Direction: Poi chiéu chit trong Cell, gia sir ndi dung qua
dai céac Cell khong chira hét ta c6 thé quay dung chit dé tiét kiém dién tich.
Céch nay thuong st dung cho ti€u dé cot.

5
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Sang kién kinh nghiém

IV. HIEU QUA CUA PE TAI

Trén thuc té cong nghé ludn thay d6i va phat trién. Vi dac_ diém cta mon hoc 1a
mon tin hoc thi gido vién can biét tich hop duoc phan mém méi vao ndi dung
giang day. Nhu vy, hoc sinh dugc hoc va tiép can véi nhiing sy phét trién d6, qua
trinh van dung s& khong bi 16i thoi va lac hau

- Véi nhimng kinh nghiém ruat ra dugc tir thuc té hién nay va trong qua trinh
giang day trong nam hoc trudc (nim hoc 2014 — 2015). Két qua danh gia trong
qua trinh thyc hanh khi hoc sinh dugc yéu cau st dung Microsoft Word 2010 dé
thao tac soan thao va xir 1y van ban thi nhimg 16p duogc ap dung, da s cac em déu
c6 két qua tot va 100% thuc hién dugce. Con & nhimg 16p khong duoc ap dung
trong trong giang day thi chi c6 20% cac em thyc hién dugce do cac em da tu hoc
hodc d3 dugc tiép xtc va lam ngoai thyc té

- Ngoai viéc ti I¢ thuc hién dugc trén Microsoft Word 2010 thi mot yéu tb
khac d6 1a cac em tinh than hoc tdp himg thu hon khi dugc tiép xtic véi nhiing
phién ban méi hon trong qué trinh soan thao vin ban. Tao cho cic em cam thay
yéu thich mén hoc hon vi co thé ap dung kién thirc hoc dugc dé giap dd cong viéc
ctia ngudi than vé soan thao van ban trén phién ban méi.

- Ban than ty nhan thay rang khi mot gido vién day mén tin hoc ma khong
tim hiéu va gi6i thiéu va bd trg cho hoc sinh tir nhitng yéu té thuc té thi hoc sinh
s€ khong co6 co hoi tiép xuc va theo kip hién tai, baoi tin hoc ¢ mot dic thu la cong
nghé khong ngimg duoc phat trién va thay thé nhirng phién ban cii, diéu d6 doi hoi
ngudi hoc phai tiép can nhanh véi nhimg su thay ddi d6. Diéu nay ciing di thé
hién dugc phan nao tdm huyét cua ngudi day. Va day 1a gia tri 16n nhat ma hiéu
qua ctia dé tai mang lai
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Sang kién kinh nghiém

V. PE XUAT, KHUYEN NGHI KHA NANG AP DUNG

Qua trinh ap dung thir nhiém cac giai phap cta sang kién tai don vi budc dau
dd c6 nhing hiéu qua, bén canh do t61 thdy can c6 thoi gian nhiéu hon dé thir

nghiém, vi van con c6 mot sd hoc sinh qua quen thude voi Office 2003 va cam
thay khé khi sir dung Office 2007, 2010.

Khi hoc mon tin hoc trong chuong trinh THPT, hoc sinh can phai duoc thuc
hanh nhiéu hon, vi theo phan phoi chuong trinh nhu hién nay thot gian thuc hanh
van con it, hoc sinh chua c6 dugc nhiéu ki nang xur Iy vé van ban khi thuc hanh.

Lanh dao nha truong can quan tim hon nita dén mén tin hoc nhu dau tu
trang thiét bi phong hoc tin hoc, cur gido vién tham gia hoc tap va tap huin nhiéu
hon, dé gido vién c6 dugc dinh hudng cho hoc sinh van dung vao thuc té trong
qua trinh gidng day, tao hing thl cho hoc sinh khi hoc bai

Ttr lién hé thyc té hoc sinh c6 thé ti rat ra két luan dudi su to chirc, huéng
dan cua giao vién, do dé vai tro t6 churc clia glao vién v cung quan trong, can tao
ra khong khi hoc tdp mot cach sinh dong, hap dan gay hing tha cho hoc sinh khi
hoc tap. Tranh tinh trang nhoi nhét don gian héa, doc sach gido khoa cho hoc sinh
ghi chép.

Cac giai phap trong sang kién kinh nhiém cua toi da dé cap dén viéc giang
day mot sd ndi dung trong chuong III tin hoc 10 trén co so thuc hanh voi
Microsoft Word 2007, 2010. Tuy thudc vao tirng ndi dung ma gido vién s€ bién
soan giao an theo hudng mo rong thém tir Word 2003 .

Dé thyc hién tét cac giai phap trén, gido vién can cai dit may tinh ¢ phong
thuc hanh ca hai phién ban Office 2003 va Office 2007 hogc 2010 d¢ tao diéu kién
cho cac em thuc hanh trén ca hia phién ban. Tur suy nghi cua ban than va kinh
nghiém khi giang day toi s& cd gang nghién ciru tiép dé bd sung vao sang kién
thém phuong phap giang day timg ndi dung da dé cap dé tim ra mot phuong phap
hoc t6t nhat gitip hoc sinh c6 thé hiéu bai dé hon va quan trong la phat huy tinh
ham hoc va hing thi cho hoc sinh theo nhimg nhu cau cua thyuc té. Rat mong
duoc su dong gop y kién va nhan xét cua céc dong nghiép va hoi dong khoa hoc
cac cap
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VI - TAI LIEU THAM KHAO:

1. B6 gido duc va dao tao (2007). Sdch gido khoa tin hoc 10, Nha xuat ban gido
duc, Ha No1

2. BO gido duc va dao tao (2007). Sdch gido vién tin hoc 10, Nha xuat ban giao
duc, Ha No1

3. B0 giao duc va dao tao. Huong dan viéc thuc hién giam tai mon tin hoc
trung hoc phé thong, Nha xuat ban giao duc, Ha Noi

4. Bo gido duc va dao tao (2009). Huéng dan thue hién chudn kién thirc ky
nang mon tin hoc trong truong THPT, nha xuat ban giao duc, Ha Noi

NGUOI THUC HIEN

Trinh Van Thinh
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VIL. MUC LUC

Noi dung Trang
I. LY DO CHON DE TAI: 1
1. CO SO LY LUAN VA THUC TIEN 2
[1I. TO CHUC THUC HIEN CAC GIAI PHAP 4
1 Giai phap giang day ndi dung “lam quen véi Microsoft Word” 4
2. Giai phap giang day ndi dung “Dinh dang van ban” 6
3. Giai phap giang day ndi dung “Mot s6 chirc nang khac” 8
4. Giai phap giang day ndi dung “Céc cong cu trg gitip soan thdo” 11
5. Giai phép giang day ndi dung “Tao va lam vi¢c voi bang” 13
IV. HIEU QUA CUA BE TAI 17
V. DE XUAT, KHUYEN NGHI, KHA NANG AP DUNG 18
VI. TAI LIEU THAM KHAO 19
VII. MUC LUC 20
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SO GD&DT DONG NAI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT NGO SI LIEN Péc lap - Tw do - Hanh phiic
Trang bom,, ngay thang nam

PHIEU PANH GIA, CHAM PIEM, XEP LOAI SANG KIEN KINH NGHIEM
Nam hoc: 2015 - 2016

Tén sang kién kinh nghiém: St dung Microsoft Word 2007/2010 vio gidng day
Chuwong III tin hoc 10 “ Soan thdo van ban”

HOQ VA teNn tAC 1A .oovveiiiiieeeeeee e Chltc VU: oo
5 7011 1T LR
Ho vatén gidm khao 1: .....cccoooiiiiieieee e, ChUic VU: v,
D ON VIt o ————————————————————————————————————————aaaaaaaaaans
Sb dién thoai cua 1AM KNAO: ..oiiiiiiiiecce e e
* Nhén xét, danh gia, cho diém va xép loai sang kién kinh nghiém:
1. Tinh méi

Piém: ............. /6,0
2. Hi¢éu qua

Piém: ............. /8,0
3. Kha nang ap dung

Piém: ............. /6,0.
NBAN X6t KRAC (18U CO): oo
Tong s6 diém: ...................... /20, XEP T0AE: ..o

GIAM KHAO 1
(Ky tén, ghi vo ho va tén)
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Sang kién kinh nghiém

SO GD&DT DONG NAI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT NGO SI LIEN Péc lap - Tw do - Hanh phiic
Trang bom,, ngay thang nam

PHIEU PANH GIA, CHAM PIEM, XEP LOAI SANG KIEN KINH NGHIEM
Nam hoc: 2015 - 2016

Tén sang kién kinh nghiém: St dung Microsoft Word 2007/2010 vio gidng day
Chuwong III tin hoc 10 “ Soan thdo van ban”

HOQ VA teNn tAC 1A .oovveiiiiieeeeeee e Chltc VU: oo
5 7011 1T LR
Ho va tén gidm khado 2: ......coooviieiieieee e, ChUic VU: v,
D ON VIt o ————————————————————————————————————————aaaaaaaaaans
Sb dién thoai cua 1AM KNAO: ..oiiiiiiiiecce e e
* Nhén xét, danh gia, cho diém va xép loai sang kién kinh nghiém:
1. Tinh méi

Piém: ............. /6,0
2. Hi¢éu qua

Piém: ............. /8,0
3. Kha nang ap dung

Piém: ............. /6,0.
NBAN X6t KRAC (18U CO): oo
Tong s6 diém: ...................... /20, XEP T0AE: ..o

GIAM KHAO 2
(Ky tén, ghi vo ho va tén)
SO GD&DT DPONG NAI CONG HOA XA HQI CHU NGHIA VIET NAM
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Truwong THPT Ngo Si Lién Poc lap - Tu do - Hanh phic

Trang bom, ngay thang nam 2016

PHIEU NHAN XET, PANH GIA SANG KIEN KINH NGHIEM
Nim hgc: 2015 - 2016

Tén sang kién kinh nghiém: SU'DUNG MICROSOFT WORD 2007/2010 VAO
GIANG DAY CHUONG III TIN HQC 10 “SOAN THAO VAN BAN”

Ho va tén tac gia: Trinh Van Thinh . Chuc vu: Giao vién
Don vi: Truong THPT Ng6 Si Lién — Trang Bom — Dong Nai
Linh vuc: (Panh dau X vao cdc o6 twong vng, ghi ro tén bo mon hodc linh vuc khac)

- Quan ly giao duc 1 - Phuong phép day hoc b mon: .........ccoecvvveeveenenne 1
- Phuong phap giao duc 1 - Linh vuc Khac: .....ooooiiiiiiiieeeeee, 1
Sang kién kinh nghiém di duoc trién khai 4p dung: Tai don vi 1 Trong Nganh 1

1. Tinh méi (Pdnh diu X vao I trong 3 6 duwdi déy)

- Dé ra giai phap thay thé hoan toan méi, bao dam tinh khoa hoc, dung ddn [

- D¢ ra giai phap thay thé mot phan giai phap da co, bao dam tinh khoa hoc, ding dén

O

- Giai phap méi gan day da ap dung o don vi khac nhung chua ting ap dung & don vi
minh, nay tac gia td chire thue hién va cé hiéu qua cho donvi O

2. Hiéu qua (Pdnh diu X vao I trong 5 6 dudi ddy)

- Giai phap thay thé hoan toan méi, da duogc thuc hién trong toan nganh cé hiéu qua cao [J

- Giai phap thay thé mot phan giai phap di c6, da dugc thuc hién trong toan nganh c6 hiéu
qua cao

- Gidi phap thay thé hoan toan mdi, da duoc thuc hién tai don vi c6 hiéu qua cao O

- Giai phap thay thé mot phan giai phap di c6, di duoc thuc hién tai don vi c6 hiéu qua O

- Giai phap méi gan day da ap dung o don vi khac nhung chua ting ap dung o don vi
minh, nay tac gia t6 chtc thuc hién va ¢ hiéu qua cho don vi O

3. Kha néng ap dung (Ddnh ddu X vao 1 trong 3 6 méi dong dwdi ddy)

- Cung cap duoc cac luan cir khoa hoc cho viéc hoach dinh duong 16i, chinh sach:

Trong T6/Phong/Ban [ Trong co quan, don vi, co s6 GD&DPT O Trong

nganh O

- Dua ra cac giai phap khuyen nghi c6 kha ning tmg dung thyc tién, dé thyc hién va dé di
vao cudc song: Trong T6/Phong/Ban [ Trong co quan, don vi, co s6 GD&DT O

Trong nganh O

- ba duogc 4p dung trong thuc té dat hiéu qua hodc c6 kha nang ap dung dat hiéu qua trong

pham vi rong: Trong

Trong T6/Phong/Ban [ Trong co quan, don vi, co sé GD&DPT O Trong
nganh O . ,
Xép loai chung: Xuatsac [0 Kha O bat O Khéng x&p  loai
O

C4 nhan viét sang kién kinh nghiém cam két va chiu trach nhiém khong sao chép tai liéu ctia
ngudi khac hodc sao chép lai ndi dung sang kién kinh nghiém cii ciia minh.

T truong va Thu truong don vi xac nhan da kiém tra va ghi nhan sang kién kinh nghiém nay
da duoge td chire thuc hién tai don vi, duoc Hoi déng chuyén mon trudong xem xét, ddnh gia; tac
gia khong sao chép tai liéu ciia ngudi khac hodc sao chép lai noi dung sang kién kinh nghiém cii
cua chinh tac gia.

NGUOI THU'C HIEN SKKN XAC NHAN CUA TO THU TRUONG PON VI
(Ky tén va ghi ro ho tén) CHUYEN MON (Ky tén, ghi ro
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Sang kién kinh nghiém

(Ky tén va ghi ro ho tén) ho tén va dong dau)
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